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OVERVIEW/WHAT’S NEW
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ROVER

TRAINING

CLASS

OVERVIEW

Class Time – 2 Hours

✓Welcome/Overview

✓ Rover Responsibilities 
✓ COVID-19 precautions

PPE provided

Sanitation Official

✓Duties of the VLM/VLD

→Rover/VLM/VLD Relationship

✓Monday Supply Deliveries

✓Monday Afternoon

✓ Location Binder

✓Monday Night Organizational 
Meeting
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ROVER

TRAINING

CLASS

OVERVIEW

Class Time – 2 Hours

✓Tuesday Morning Tasks (ADA)

✓Election Day Duties

✓Curbside

✓Tuesday 2pm Reminders

✓Post-Election Duties

✓Drop Off Information 

✓Final Items

✓Safety & Security

✓Assessment
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ACRONYMS

✓PEO – Precinct Election Official

✓VLD – Voting Location Deputy

✓VLM – Voting Location Manager

✓VAT – Voter Assistance Table (i.e. provisional table)

✓ EPB – Electronic Pollbook

✓ ESO- Election Stand-By Official

✓DS200 – Voting Machine (ballot scanner)

✓QRG – Quick Reference Guide

✓BOE – Board of Elections (election headquarters)

✓ORC – Ohio Revised Code 

✓ SOS – Secretary of State
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ROVER RESPONSIBILITIES
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REPORT TIMES - MONDAY
✓ 11:00 a.m. | Arrive at Zone Station-Deliver 

Supplies?

✓ 4:00 p.m. | Report to Zone Station  

✓ 5:45 p.m.| Report to 1st Assigned Polling 
Location –
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REPORT TIMES - TUESDAY
✓ 4:30 a.m. | Report to Zone Station – Retrieve 

polling location supplies

✓ 5:00 a.m. | Report to 1st Assigned Polling 
Location – Election Day

✓ 6:00 p.m. | Report to Zone Station – Drop-Off 
Assistant Attendance/Training (Drop-Off Captains 
only)

❖ Note: Rovers should anticipate working late Tuesday 
evening. Dismissal will come from BOE management.
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COVID-19 
PRECAUTIONS
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DO’S AND DON’TS
Do …
→ Follow guidelines of the Polling location

→ Mask/face covering preferred  

→ Use good judgment and practice patience – both 
with your fellow workers and voters.

Don’t …
→ Prevent a voter from voting because he/she refuses 

to wear a mask/face covering. Ask the voter politely 
to wear one and offer a mask if they do not have 
one. The voter may vote regardless. 

→ Temperature checks have been eliminated
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SANITATION OFFICIAL
This worker will be responsible for the following:

✓ Assisting with Monday Night setup, the six-foot 
spacing of chairs, tables, voting booths, and 
equipment;

✓ Monitoring distribution of PPE at the polling location;

✓ Election-day line management within the polling 
location and; checking for curbside voters outside

✓ Sanitizing voting booths, voting machines, pens, 
tables, and electronic pollbooks throughout the day;
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ARRANGING THE POLLING LOCATION
Working with the VLM and VLD, the Sanitation 
Official will lead the set up of the interior of the 
polling location using:

✓ Polling Location Setup Diagram that have been 
modified for every location to account for proper 
distancing;

✓ Provided doorstops to limit touching of door 
handles.
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PERSONAL PROTECTIVE EQUIPMENT (PPE)

Sanitation Supplies Sanitation Supplies

 
 PPE | SANITATION SUPPLIES                                                                                SIDE 1 Side 1 
 

PPE | SANITATION SUPPLY BAG  

 

PPE | Sanitation Supplies will be found in the large Gray Bag 
labeled PPE. Larger locations will receive more than one bag.  
 
 

 

PPE | SANITATION SUPPLY BAG CONTENTS AND USE 

  
Face Masks – For 
workers or voters 
who did not bring 
their own mask. 

 

 

 
Alcohol Spray Bottles – 
For sanitizing Voting 
Booths and frequently 
touched surfaces. 

 
Alcohol Swabs – 
Used to wipe 
Electronic 
Pollbooks and 
DS200s as 
needed. 

 

Gloves – For use when 
cleaning and disinfecting 
surfaces throughout the 
Polling Location.  

 

Hand Sanitizer – 
For use when 
soap and water 
are not available 
to sanitize hands. 

 

Paper Bags – To place on 
the check-in table to 
collect small trash items.  

 

 

. 

 

  
Safety Vests – For 
Sanitation Officials.  

 

  
Ponchos – For 
Workers that must 
go outside to assist 
Curbside Voters. 

  
Pen Cup – To hold 
clean pens. 

  
Door Stops – To 
decrease amount 
of door handles 
that need to be 
touched. 

  
Trash Can & Trash Can 
Liners – Provided to 
allow poll workers the 
ability to easily dispose 
of trash 

  
Disposable Gown – 
Provided for 
additional 
protection for 
workers 
encountering a 
voter with 
symptoms of 
illness.   

ADDITIONAL ITEMS PROVIDED TO EACH POLLING LOCATION 

  
 
 
 
 
Sneeze Guard – To be placed at each check-in station. 
 

  

ADDITIONAL ITEMS AVAILABLE – CALL THE ELECTION OFFICIAL HOTLINE 216-443-3277 TO REQUEST 
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VLM/VLD DUTIES
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“A DAY IN THE LIFE OF” A VLM/VLD 
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VLM & VLD SHARED DUTIES
✓ Compensation $275

✓ VLM and VLD are a Management Team

✓ Their primary function is to ensure that the 
Election Process is handled in an orderly, 
professional and lawful manner 

✓ Serve as a technical resource and resolve issues 
and troubleshoot election equipment

✓ Set up the location based on the Polling Location 
Setup Diagram
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SHARED DUTIES

✓ Manage and guide Election Officials in the polling 
location on Monday and Tuesday.

✓ Assist with the set up of the AutoMARK

✓ Assign workers to specific teams/assignments, schedule 
breaks and lunches

✓ Take Election Day supplies to assigned Drop-Off 
Location

Continued …
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VLM DUTIES
✓ The primary contact person for the BOE and make 

the five (5) Mandatory Calls (VLM can pass this 
assignment to the VLD as needed)

✓ Unlock the Transport Cart and ensure the correct 
supplies have been delivered

✓ VLM is more of an observation/floating role since 
VLD will still be assigned to the Voter Assistance 
Table (VAT)
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VLM DUTIES
✓ Read the Oath of Office-signatures in payroll 

module

✓ Review with poll workers any alerts or notices

✓ Ensure the Official Precinct Voter Registration List 
is posted Tuesday morning

✓ Opposite political party of VLD

Continued …
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VLD DUTIES

✓ Lead Voter Assistance Table (VAT) Official

✓ Manage Polling Location and run Monday Night 
Organizational Meeting if VLM is absent

✓ Opposite political party of the VLM
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ROVER & VLM/VLD RELATIONSHIP
✓VLM/VLD and Rover work as a TEAM

✓VLM/VLD responsible for inside of voting location, 
Rover outside

✓Rover checks to make sure BOE cell phone is on

✓Rover is a HANDS-OFF position

✓Rover is NOT trained to troubleshoot equipment

✓Rover verifies Location Diagram followed

✓Rover will arrive around 2 p.m. on Tuesday to 
prepare VLM/VLD for closing procedures
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VLM/VLD 
CHECKLIST

Monday Night, 
Tuesday Morning & 
Tuesday Closing

Packed inside the 
Green Supply Bag

 

 

MONDAY NIGHT (65 Minutes) 

 
Remove the BOE Cell Phone from the Clear Plastic Envelope in the Green Supply Bag, power it on and 
ensure the ringer volume is turned up. (2 Minutes) 

 Mandatory Call #1 | Monday Night Arrival Call | 6:00 PM | 216-443-3277 

 Inventory Green Supply Bag. (5 Minutes) 

 

✓ Yellow VAT Folder  
(Place on Voter Assistance Table) 

✓ Paper Pollbook Backup Pack 
(KEEP IN GREEN SUPPLY BAG! Do Not Open 
unless all EPBs are not operational on 
Election Day) 

✓ Green Update Folder  
(Items remain inside folder until Election Day) 
✓ EPB Passwords 
✓ Observer Packet 
✓ Precinct Voter List (1 per precinct) 
✓ Post-Election Pack-Up List 
✓ Drop-Off Location Information Sheet 

 

Take attendanec with the Election Official roster/Payroll Card from the Green Update Folder. (5 minutes)  
✓ Check present (Monday) if the worker is present 
✓ Check No Show if a worker is not present 

One EPBs are unpacked, remember to have all workers Clock-in on an EPB 

 
Call the BOE to report any missing workers or workers who are present but do not appear on your roster. 
(3 Minutes) 

 

Assign PEOs to Teams. (5 Minutes) 
✓ Supply Team | Voting Booths, Tables, Blue Location Supply Bag 
✓ Ballot Team | Red and Gray Ballot Boxes 
✓ EPB Team | Electronic Pollbooks (EPBs) and Printers 
✓ Scanner Team | DS200 Ballot Scanners 

 

Distribute supplies from the Green Update Folder and Clear Plastic Envelope. (10 Minutes) 
✓ Security Records  

o Location Security Record – Supply Team | EPB Team 
o Ballot Security Record – Ballot Team 
o DS200 Security Record (1 per DS200) – Scanner Team 

✓ Candidate Withdrawal Notice (if applicable) – Supply Team 
✓ DS200 Pink and Green Keys on Lanyard – Scanner Team 

 Review Location Setup Diagram with all Election Officials. (5 Minutes) 

 Release teams to set up Polling Location. 

 
2 people set up the AutoMARK. (Use the AutoMARK Quick Reference Guide inside the AutoMARK 
Transport Case.) (10 Minutes) 

FINAL MONDAY REVIEW (10 Minutes) 

 
Ensure location set up according to Location Setup Diagram. Rovers will check your location to verify the 
voting room is set up properly and the MiFi Hotspot is located exactly as indicated on the diagram.  Any 
changes must be approved by the Board of Elections.   

 Double check EPBs, Printers and MiFi Hotspot connectivity (all icons on EPB should be GREEN). 

 Confirm the Absentee Supplemental Files have successfully downloaded on each EPB. 

 Ensure all workers Clock-in using the payroll module on any EPB. 

 Make sure Supply Team and Ballot Team have inventoried supplies. 

 Verify Security Records are completed and all DS200 are plugged into a power source. 

 
If a PEO other than the VLD will accompany you to the Drop-Off Location on Election Night, report this 
name to the BOE operator during the Monday Night Set-Up and Ready Call. 

 Mandatory Call #2 | Monday Night Set-Up and Ready Call | 216-443-3277  

NOTE:  VLMs that fail to place mandatory calls to the BOE during the Monday Night Meeting and 
on Election Day or do not answer incoming calls from the BOE will have their pay docked for 
failure to complete required duties.    

VLM/VLD CHECKLIST  
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MANDATORY

CALLS TO THE

BOARD OF

ELECTIONS

RESPONSIBILITY OF

VLM

Board of Elections: 

(216) 443-3277
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POLLING LOCATION SETUP DIAGRAM
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VAT TEAM

→ Set up Voter Assistance Tables and 
voting booth. Ensure all supplies 
are on the table(s)

→ Depending on the size of the 
location, you may have multiple 
provisional tables. Staff 
accordingly.

❖ 1-4 precincts has one (1) table

❖ 5-8 precincts has two (2) tables

❖ 9-12 precincts has three (3) tables
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PINK MEMO SHEET

Pink Memo Sheet Copies for Check-In/VAT Table 

✓ Pink Memo - Intended to 
document unusual 
issues and problems. 

✓ Facts and details 
surrounding equipment 
breakdowns, reissuing of 
ballots, problems with 
voting, and voter 
incidents must be 
documented
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QUESTIONS?
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MONDAY GREEN BAG, 
EPB & PPE DELIVERY
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GREEN BAG(S) AND EPBS

Be sure to check label on the side 
of each EPB Transport Case to 
ensure you have the correct Case(s)
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PPE SUPPLIES

✓ Some locations may have multiple items (ex. more than 
one sneeze guard, PPE bag, etc.)
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VERIFY SUPPLIES PROPERLY DELIVERED

✓ At each delivery the Rover will look at the Green 
Bag(s) and each EPB and literally read the full 
name out loud on each tag before locking the 
items to the cart to ensure no incorrect deliveries 
are made. 

✓ Rovers should also refer to the EPB Case X of X 
and Green Bag handle tag to ensure all EPBs for a 
location are delivered. 
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GREEN BAG/EPB DELIVERY STEPS
Arrive at Zone Station by 11:00 a.m.

✓ Sign-in upon arrival at Zone Station

Zone Captain will:

✓ Assign Green Bag/EPB Delivery Route

✓ Pass out Monday Delivery Verification Forms for your 
assigned locations and corresponding Green Bag(s)/EPBs

✓ Assign new voting location signs to be set up at old voting 
locations and photographed

✓ Distribute assigned Green Bag(s)/EPBs 

→ Verify the Polling Location name on the EPB Transport Case(s) 
labels matches the Polling Location you are delivering the 
equipment as well as the label on the Green Supply Bag
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BEFORE LEAVING THE ZONE STATION

✓ Determine your driving route using the Zone 
Station Map and/or other devices.

✓ Call ahead to see if the location is open and 
arrange a time to meet the owner/custodian.

✓ Sometimes the Transport Cart has been relocated 
at the facility
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UPON ARRIVAL AT POLLING LOCATIONS
✓ Identify yourselves as Election Day 

Rovers from the Board of Elections. 

✓ Verify the Polling Location name on 
the GREEN Bag labels match the 
Monday Green Bag Delivery 
Verification Forms.

✓ Locate the Election Equipment –
Transport Cart

❖ The owner/custodian in charge at 
each location will direct you to 
the area where the voting 
equipment is stored.

continued …
Note: Ballot Boxes can be 
extremely heavy
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UPON ARRIVAL AT POLLING LOCATIONS

✓ Red/Gray Ballot Boxes will be found on the Transport Cart 
(already cable locked).

✓ Unlock cable lock provided by your Zone Station, feed the 
cable lock through the handles of the GREEN Bag and EPB 
Transport Cases, then re-lock. When complete, there will 
be two cable locks securing items on the Transport Cart.

✓ Inspect the Election Equipment, then complete and sign 
the Monday Green Bag Delivery Verification Form.
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MONDAY DELIVERY VERIFICATION FORM

✓ Verify correct Polling Location and Precinct Information on 
the supply/equipment labels

✓ Inventory items for correct quantities

✓ Inspect all equipment - no visible damage

❖ Record any problems on Monday Equipment Verification 
Forms



MAY 3, 2022 | PRIMARY ELECTION CUYAHOGA COUNTY BOARD OF ELECTIONS | ELECTION OFFICIAL TRAINING 37

DAMAGED/TAMPERED/MISDELIVERED

EQUIPMENT?
✓ Call the Zone Station

✓ Ask to speak with Zone Captain

✓ Do Not Leave the Location without instructions

✓ Record observations on Monday Delivery Verification 
Form

✓ Include time and nature of damage or tampering
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WHAT IF YOU CAN’T GET INSIDE?

✓ Find another entrance

✓ Contact the location

✓ Call your Zone Captain

✓ Record any problems on the Monday Equipment 
Verification Form

✓ Proceed to the next location
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ONCE DELIVERY ROUNDS ARE COMPLETED
✓ Return to deliver any GREEN Bags/EPBs you may not 

have been able to drop off earlier on your route.

❖ If you are unable to deliver a GREEN Bag/EPBs, they 
MUST be delivered promptly to the Polling Location 
by 6:00 p.m. for the Monday Night Organizational 
Meeting.

✓ Return to the Zone Station to be released until 
reporting at 4:00 p.m. for the Monday Afternoon Zone 
Station Arrival.
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VOTING LOCATION CHANGE SIGNS

✓Rovers not assigned to Green Bag/EPB 
Delivery must post Voting Location Change Signs 
Monday morning

Continued …
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VOTING LOCATION CHANGE SIGNS

1. Rovers will attach a sign to the door

2. Rovers will place TWO yard signs. The third yard sign 
will be kept at Zone Station.

3. Rovers will take photos of each sign, with the image 
including enough detail of the location that it can be 
easily identified (3 photos total) 

4. Signs remain in place Monday/Tuesday and must be 
removed/returned to the Zone Station Tuesday night
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VOTING LOCATION CHANGE SIGNS

5. Zone Captains will assign Rovers to spot check signs 
throughout Election Day (typically at 6:30 a.m., 
12:30 and 4:30 p.m.). The Rover will notify Zone 
Captain if signs are removed.

6. Zone Captain will upload the THREE photos for 
each location to Google Photo Album
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MONDAY AFTERNOON

ASSIGNMENTS
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MONDAY AFTERNOON | ZONE STATION

✓ Report back to your Zone Station at 4:00 p.m. 

❖ Sign in.

✓ Your Zone Captain will provide all assignments:

❖ Polling Location Assignment

❖ Zone Station Assignment

→ Phones/Logs/Issue Tracking

→ Equipment Replacement Team

❖ Post-election Drop-Off Assignment | Drop-Off 
Assistant

❖ Equipment Retrieval Team (if assigned)



MAY 3, 2022 | PRIMARY ELECTION CUYAHOGA COUNTY BOARD OF ELECTIONS | ELECTION OFFICIAL TRAINING 45

MONDAY AFTERNOON | ZONE STATION

The Zone Captain will:

✓ Provide you a Rover Binder for each assigned 
Polling Location; 

✓ Job Briefing/Training Review; 

❖ Updates/Changes in procedures since training, 

❖ Review of mandatory calls, forms, and checklists; and

✓ Review contact procedures

❖ Election Response Team (216) 443-3277

❖ Zone Station (Numbers will be provided)
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MONDAY NIGHT
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MONDAY NIGHT BASICS VLM/VLD’S
✓ Required attendance; arrive by 6 p.m.

✓ Verify all supplies are present

✓ Set-up equipment

✓ VLM/VLD delegates tasks typically to teams of (2)
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POLLING LOCATION SETUP DIAGRAM
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QUESTIONS?
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10-MINUTE BREAK
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ROVER BINDER

✓One per Polling Location

✓ Contains all information and checklists needed 
for Election Day assignment
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ROVER

BINDER

Cover Page
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ROVER

BINDER

Mandatory 
Calls
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ROVER

BINDER

Polling 
Location 
Information 
Sheet
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ROVER

BINDER

Rover Log 
Sheets
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ROVER

BINDER

Rover Log 
Sheets

Any problems or issues you have 
during your rounds should be 
recorded on your Rover Log.

✓ Record all incidents

❖ Campaigner violations

❖ Equipment and supply 
replacement

❖ Personnel problems

❖ Procedural issues

✓ Fill out completely

✓ Print legibly

✓ Call Election Response Team
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ROVER

BINDER

ADA Checklist
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ROVER

BINDER

Disability 
Resource 
Guide 
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ROVER

BINDER

Location Setup 
Diagram

✓ IMPORTANT:  MiFi Hotspot cannot be moved 
without reporting to the BOE.

✓ A change to the Diagram MUST be initiated by the 
VLM and a change can only come AFTER approval 
from the BOE. Only sign off on a change to the 
Diagram if approved by the BOE.
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ROVER

BINDER

Monday Night 
Organizational 
Meeting | 
First Round 
Tasks
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ROVER

BINDER

Monday Night 
Organizational 
Meeting | 
Second Round 
Tasks
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ABSENTEE SUPPLEMENTAL LIST
✓ Sent electronically and securely through the MiFi device to 

all EPBs on Monday night.

✓ Check with the VLM/VLD on Monday night to confirm that 
the Absentee Supplemental List was successfully 
downloaded.

✓ Printed copy of the Absentee Supplemental List can be 
generated at the Zone Station but WILL ONLY BE DONE if 
there’s a problem sending the Absentee list electronically. 

✓ In this scenario, a Rover would take the printed 
Supplemental List out to the polling location, most likely 
first thing Tuesday morning.
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ROVER

BINDER

Monday Night 
Zone Station 
Checklist
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QUESTIONS?
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TUESDAY MORNING
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ROVER

BINDER

Tuesday 
Arrival Zone 
Station 
Checklist

NEW! Arrive at 4:30 a.m. to your 
Zone Station on Tuesday morning.
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ROVER

BINDER

Tuesday 
Morning 
Location 
Checklist | 
First Round 
Tasks

✓Do not proceed to your next location until 
you make your Mandatory call
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ROVER

BINDER

Tuesday 
Morning 
Location 
Checklist | 
Second Round 
Tasks

✓Do not proceed to your next location until 
you make your Mandatory call
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ADA PARKING (IF NECESSARY)
✓ Not all locations require additional ADA parking – if 

needed it will be listed on ADA checklist

✓ The ADA Parking signs with posts will be found on the 
transport carts

✓ Ask the VLM for the signs and set them up outside election 
morning

✓ Each Polling Location must have:

❖ At least one van accessible sign

❖ At least one Minimum Fine sign

✓ Tape, Clips and Twist Ties will be provided for signs to be 
posted on existing posts.
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ADA PARKING (CONT)

✓ Updated signs can be found in the inside covers of the 
Polling Location Binder. Clips can be found in the Binder.

Continued …



Example of an access aisle 
that is pre-marked
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SETTING UP ADDITIONAL ADA PARKING

✓ Set up additional ADA Parking for legal compliance (as 
necessary)

✓ Follow instructions on ADA checklist for set up

✓ Tape an ADA sign to an existing sign or put together a stand 
with a sign on top

✓ Must have an access aisle (two spaces can share access aisle)



73

Leave 

Space 

for 

access

Leave 

Space 

for 

access
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ADDITIONAL ADA REQUIREMENTS

(IF NECESSARY)
✓ ADA Directional Signs

❖ Found inside cover of 
Polling Location Binder

✓ No obstructions 

✓ Closed Fist Rule  
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ADDITIONAL ADA EQUIPMENT

Ramp

Threshold

Located at Zone Station or on Transport Cart
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ADA VOTING EQUIPMENT - AUTOMARK
✓ AutoMARK Display Screen

❖ Screen MUST face a wall 
for voter privacy

✓ Table Height – 27”

❖ Wooden blocks available 
at Zone Station

✓ Your main objectives are to 
ensure there is a clear path 
to the AutoMARK and it’s set 
up in the position specified 
by Location Setup Diagram.
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TUESDAY MORNING BASICS
✓ Arrive by 5:30 a.m.

✓ You will have a one-hour lunch break assigned by 
the VLM/VLD, along with additional breaks as time 
permits

✓ Park your vehicle in an area that leaves parking 
spaces close to the entrance for voters
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FLAGS AND SIGNS
✓ Place large American flag outside main entrance 

to Location; 

✓ Place two (2) or more small American flags appx. 
100 feet from entrance 

✓ Place “No Campaigning” sign 100 feet from the 
entrance

✓ Hang “Election Today” directional arrow signs to 
direct voters from the parking area and main 
entrance to the voting room
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LOCATION READY FOR VOTING
By 6:15 a.m. all Check-In and Ballot Table(s) and at least 
one (1) DS200 in the location must be ready for voting, 
which means:

❖ EPBs & ballots are in the proper locations and ready for use

❖ At least one (1) DS200 is sealed and ready for use

❖ PPE has been distributed and social distance measures set

❖ The VLM makes Mandatory Call to the BOE to report 
location is Ready to Open by 6:30 a.m.

❖ At 6:30 a.m. the VLM declares “The Polls are open for 
voting!”

Election Manual  Page 25
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ELECTION DAY DUTIES
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ELECTION DAY RESPONSIBILITIES
✓ Continually check:

❖ Campaigners are outside the 100’ line; 

❖ ADA sign placements; 

❖ Flags and other outside signage; and

❖ Low supplies and/or other requests from the VLM.

✓ Periodically check in with your Zone Captain to 
report problems or inform him/her of the status 
of your assigned location. 
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CAMPAIGNERS
✓ Not permitted within 100-foot “No Campaigning 

Area” marked by American flags

✓ Primary responsibility of Rovers to monitor

✓ Are permitted to hand out literature outside the 
100-foot “No Campaigning Area”

Note: Check frequently to make sure no literature is 
left in Voting Booths

Election Manual  Page 28
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ROVER

BINDER

No 
Campaigning/
Neutral Zone & 
Ohio Revised 
Code Language 
(Back Pocket)
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ROVER

BINDER

No 
Campaigning/
Neutral Zone & 
Ohio Revised 
Code Language 
(Back Pocket)
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OTHERS AT THE POLLING LOCATION
Media

✓ Credentialed media may enter Polling Location

✓ Permitted to take pictures and record video, but 
CANNOT interfere with voting or infringe on voter's 
privacy

Exit Polling

✓ People (often media) who survey voters as they exit

✓ Must take place outside of immediate voting area and 
must not interfere with voting process

Election Manual  Page 28
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VOTERS WITH DISABILITIES
✓ Treat with respect

✓ Do not challenge voters who are 
receiving assistance or have other 
ADA needs such as a service animal

✓ Voters with disabilities can receive 
assistance from:

❖ Family member or friend (never an
employer or union representative)

❖ Two (2) PEOs of opposite political parties

❖ Use AutoMARK

❖ Use Curbside voting (QRG provided)
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VIDEO: CURBSIDE VOTING
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CURBSIDE VOTING
✓ A QRG has been created with the detailed steps to 

follow.

✓ You must offer curbside voting to any voter who is 
physically unable to enter the polling location or 
concerned about entering the polling location.

Continued …
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REPLACING EQUIPMENT - OVERVIEW
✓ One Equipment Rover Team (1 Dem, 1 Rep) for each 

of the seven (7) Zone Stations. Primary responsibility 
is to replace equipment.

✓ Will receive instructions from the Zone Station.

✓ Use the Quick Reference Guide (QRG) provided.

✓ Don’t Deviate!

✓ Sign and return all documentation.

✓ Work WITH the VLM but only deliver and help set up 
replacement equipment.

✓ Report to the BOE and the Zone Captain when the 
replacement is up and running.
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REPLACING

AN EPB

Follow 
“Replacement 
Procedures | 
Electronic 
Pollbook”
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REMOVING A

DS200 
W/BALLOTS

“DS200 | 
Removing 
Scanner from 
Service (WITH 
ballots cast)” 
QRG
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REPLACING A

DS200

“DS200 | 
Scanner 
Replacement” 
QRG
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REPLACING AN

AUTOMARK

“DS200 | 
Scanner 
Replacement” 
QRG
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ROVER

BINDER

Tuesday 
Closing 
Location 
Checklist | 2 
p.m. on 
Election Day

✓Verify VLM is wearing lanyard when 
visiting location after 2 p.m. round 
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CLOSING REMINDER CHECKLIST (PAGE 1)
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CLOSING REMINDER CHECKLIST (PAGE 2)
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VLM PINK LANYARD (DROP-OFF CHECKLIST)

Front Back

Delivered with Closing Packet by Rover at 2 p.m. on Election Day
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COLORED TAGS ON DROP-OFF SUPPLIES

Pink tags and label match color of the Pink VLM Lanyard
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POST-ELECTION DUTIES
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POST-ELECTION PREPARATIONS

✓ Drop-Off Captains must report to the Zone Station 
at 6:00 p.m. for Drop-Off Assistant 
Training/Assignments

✓ All Drop-Off staff must arrive at their assigned 
Drop-Off Locations by 7:00 p.m. 

✓ Some Rovers will be assigned to a Drop-Off 
Location after the Polling Location has closed.

✓ If a Rover does not have a Drop-Off Assignment, 
he/she should continue roving until all locations 
have closed.
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VIDEO: DROP-OFF LOCATION
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CHAIN OF CUSTODY FORM



MAY 3, 2022 | PRIMARY ELECTION CUYAHOGA COUNTY BOARD OF ELECTIONS | ELECTION OFFICIAL TRAINING 105

REMINDERS FOR DROP-OFF PERSONNEL
✓ Diagrams showing where Drop-Off Captain will 

meet the van will be handed out at Zone Station 6 
p.m. Mandatory meeting.

✓ Drop-Off personnel MUST

❖ Verify all Election Supplies have been returned to the 
Drop-Off Location or Election Officials MUST return to 
the Location to retrieve them. 

❖ Drop off MUST call the ERT to reopen a Polling Location 
after telling PEOs to return to Polling Location to 
retrieve missing items. The phone number is on the 
instruction sheet.

Continued …
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REMINDERS FOR DROP-OFF PERSONNEL
✓ PEOs, Drivers, Election Transport Officials (Ride-

Alongs) and Drop-Off Captains/Assistants MUST
sign all Chain of Custody Forms if all equipment is 
accounted for.

✓ Drop-Off Personnel: When checking in supplies, 
be sure to mark the arrival time and check off 
each individual item on the Chain of Custody form 
as it’s received



MAY 3, 2022 | PRIMARY ELECTION CUYAHOGA COUNTY BOARD OF ELECTIONS | ELECTION OFFICIAL TRAINING 107

END OF THE NIGHT TASKS
Return to the Zone Station after the Polling Locations 
close and/or after leaving the Drop-Off Location

✓ Turn in Location Binder including:

❖ All Checklists

❖ All Rover Logs

❖ Information Sheets and Diagrams

❖ Do not remove any sheets from the Binder, it should 
return intact

✓ Return all ADA equipment (and signs including polling 
location change signs if applicable), cones and Zone 
Station supplies.

✓ Return BOE issued cell phone

✓ Rovers should anticipate working late Tuesday evening. 
Dismissal will come from BOE management.
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FINAL ITEMS & 
PROFESSIONALISM
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FINAL WEEK PREPARATION

❖ The BOE will send email(s) during the week leading up to 
Election Day with further details about the election, 
additional training resources, Zoom sessions, and more.

❖ Zoom sessions are scheduled the week prior to election 
during the day and evenings.
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PROFESSIONALISM

Attire

NO…

Clothing with inappropriate 
messages or graphics
• Including political items

Distressed or ripped jeans 

Shorts

Hats

Flip Flops

Low cut or strapless shirts

Athletic attire

Unwashed clothing

Language/Behavior

NO…

Foul or abusive language

Comments on race, 
ethnicity, gender, 
disabilities, or political 
affiliation

Harassment or 
discrimination

Mistreatment of the 
facilities
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SAFETY OF LOCATION
✓ The safety of Election Officials, voters and anyone 

else inside the Polling Location is always the 
highest priority

✓ Call 911!

✓ After proper authorities have been notified, call 
Board of Elections to report the incident

✓Only if time permits, take all election sensitive 
materials outside of the Polling Location with you 
during the evacuation
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SAFETY OF LOCATION (CONT)
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PROBLEMS QUESTIONS

If you have any problems or 
issues, call the Election Response 
Team at 216-443-3277 to report 
and/or for guidance, then contact 
your Zone Captain and inform 
him/her of the situation.

If you have any questions, contact 
your Zone Captain. He\she may be 
able to provide answers to your 
questions or refer you to the BOE 
Election Response Team.
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REFER A FRIEND
✓ Apply at Board of Election website

✓ www.443vote.us

✓ Call 216-443-3277 

✓ We offer Continuing Education Credits(CEU’s)

❖ Continuing Legal Education

❖ Social Work 

http://www.443vote.us/
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BOE WEBSITE: 443VOTE.US


